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1. POLICY

Periodic snd longevity step-~increasas will be granted te persaunzl
cozpensated wnder the achedule contzined in the Classifleation Act
of 1949, €3 Stat. 954, ss smended. They will be granted automad-
ically unless the Office of Persennsl is notified in writing that
the individwml’s performance is unsatiafectery.

2»

a. To be eligible for the periedic increspe of ene step within the
pay rangs of hiz grade, the employes must fulfill) the follow-
ing requirements

(1) Hs must be receiving puy &t less than the maximg sclud-
uled pxy rete of his grade.

{2) e must have coupleted satlsfacterily the preseribed
pericd (52 calendar weeks for grwdes C8-10 and belew, and
78 calendar weeks fer gradez G3-11 snd shove ) snd hils most
ecent fitnecs report must indicate satisfectory perforu-
o .

{3) He st not have veeeived during the prescribed pariod an
"squivelent incresss in cemponsation,” vhich means any
ineresse or inereanss in basic carpensation vhich equal
or exceed the step-incresse in hie current grede.

b. To be olizible for the longevity sbtep-increase, which is one
full step shove the marimes scheduled rate of his grede (o an
inerease sufficient to complete & full step vhen the employes’s
rate of coxpensttion is ot & sténdnd naximum or longevity
rate for his grade ), the employee’s wmost recent fitvess report
mwt indicate satisfactory pexformumes and he must have compistad
the felluwing preseribed perioda:

Z 0 LY Kt Paried: et lesst ten yesmrs of Fedayal eivilian
mrvice 42 W"a gmmt pesition, or in peuitions
ten h:lw " mﬂm umim. m«ﬁ.&ﬁ»
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and may incelude intervening pericds of military service sy
any grade. Perdiods of absence without pay 1a excess of
<6 workweeks in any calendar year are not ¢reditable.

{2) Longevity Period: three comtinuous yeers of the aggregate

period, in a position compensated at (a) the maximum sched- ;
uled rate of the emplayee’s grade; or (b) at s longevity
rate of his grade; or {(¢) at a rate in exeess of such maxi~
mum schedulsd rate in secordence with a provision of law;

or () in s grade higher than his current grade, 2t any of

the rates specified in (a), (B), or (e) adbove. Military

service st any grade which Interrupts continuous servige

at ope of the above rates ie creditable for longevity step-
increases. The longevity period shall be extended ¢ made

up for any wnpaid ebsences which total more than six work- ;

. OUnly one longevity step-inercase may be granted per lomgevity
period and no more than threc successive longevity step-increoases
may be given within a grade.

LFFECTIVE DATE

1. Feriodic and longevity step-inoreases become effective al the
beginning of the biweekly pay period following fulfillment of
the eonditions of eligibllity.

. ¥hen m step-increasze is delayed beyond its proper effeotive date
solely through adminlstrative error, the step-inersase will be
mude effective as of the date it wae properly dus.

s. The effective date of an approved atep-incresse, granted sfter
a pericd of ineligibllity because of wnsatisfactory performance,
%111 be the first day of the biweeskly pay period after receipt
in the Offios of Personnel of cexrtification of satisfectory
pert OrmEnes .

in the sbsence of notification in writing that the emplayes’s per-

forpance ig unsatisfactory, the Office of Persommel will process !
the step increase when refore I ¢ responsible 25X1A7b
for notifying the Chief, 30 days in sdvance of the due date ‘
if’ » step increase is to be withheld, (See persgraph 5.a. below.)

if necessary & tickler system should be established at each [l 25X1A7b

oyl ~T

-
ot
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5. POSTPOMEMENT OF STEP-INCREASE 25X1A83

25X1A7b &, When a* notifies the mer,w the employee's

performance unsatisfactory, he will : the employee
of this action by a semorandws setting forth the unsatisfactory
performance, stating that the step inoresse Is being withhcld,
and specifying o prodation period (generally not less than 90
days or more than 180 days) in which to isprove. A ecarbon copy
of this wemorandum will be countersigned by the employee and

25X1A8a forwarded to the Chief, ] for forwarding to the Offiee of
Personnel.

b. ¥%hen sn emplayee's regularly scheduled step-increase has been
postponed, he will be ineligibvle for such en ineresse until the
end of the probationmry period. At that time the 25X1A7b
25X1A8a ﬁotn mi;mud to the Chief, ] ove of the follow cIrees
setion.

(1) Tie step-increase should be made effective as soon 48 pon-
sible because the employee has brought his perfoarmancs to
a satisfactory level.

{2) The step-increase should be suspended pending edverse
sotion or resssigmment to snother position beecsuse the
ewployee has not brought his performence to a satisfactory
level.

(3) The step-increasse should be suspended for sn additional
30 days to permit further review of the employee's per-
formance., The specific veasoms for granting this exten-
sion must be stated. At the close of the 3J0-day extenszion
period, a further memorsndws recommending the course of
setion in subparsagraph (1) or (2) immediately above must
be submitted. -

25X1A8a g, 7the chier, I w11l notify the employee in writing of the
action to be taken under paragraph 5.b. sbowe,

25X1A%9a

Chief
APPROVED: Il 25x1A8a

25X1A9%9a

__ . . S e
Assistant Director for Operations '
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TO NAME AND ADDRESS INITIALS DATE

2b/3

FOoS FOIAb3b

ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT - FILE RETURN
CONCURRENCE INFORMATION 2 | SIGNATURE

Remarks:
This regulation reverts to the old system

of automatie sbep increases unless Personnel is
told towithhold one for unsatisfactory service,

Thus it becomes the responsibility of
FOIAb3a the I tc inform us if a step increase
is to be withiheld., We will no longer ask for
eertification as they become due. Carrent
; nersonnelaetiong record dale of grade and date of
- FOIAbBa P3I therefore the M con e asily set pp a
; tiekler system. There is a small risk that
? one unsatisfactory one might get through - but
we usually know back here if there isa problenm,

FOLD HERE TO RETURN TO SENDER
FROM: NAME, ADDRESS AND PHONE NO. DATE

L4
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